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POLI CY:

It is the policy of the Division of Adm nistration that
enpl oyees will be encouraged and all owed to participate
in classes offered through the Conprehensive Public

Trai ning Program (CPTP) cl asses and other training to the
maxi num ext ent possible in accordance with the

wor k/ producti on demands of the section and w thout
requiring use of accunul ated | eave.

Furthernmore, it is the policy of the D vision of

Adm ni stration to ensure maxi numutilization of CPTP and
ot her training resources. One inmportant way to
denonstrate this conmtnment is to ensure that enployees
al ways attend the classes for which they register and
that careful consideration is given to the courses for
whi ch enpl oyees register/attend. Gven the |limted
training resources currently avail abl e, enployees should
register for only those courses which address their
current job responsibilities.

1. PURPOSE

To assign responsibility for aspects of the policy and to
set forth rules governing participation in training
program of ferings, particularly the CPTP.

I'11. APPLI CABI LI TY:



This policy shall be applicable to all sections within
the Division of Adm nistration both general appropriation
and ancillary appropriations.

This policy shall be applicable to all enpl oyees of the
Di vi si on of Adm ni stration.
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| V. PROCEDURE:

Timely processing of all requests for training is
essential. This is particularly true for CPTP cl asses
since these classes are filled by applications received
according to date received.

Agency reinbursenment for outside training fees, where
appl i cabl e, may be considered for courses directly
relating to the enployee's job duties.

V. RESPONSI BI LI TY:
Deput y/ Assi stant Comm ssioners are responsi ble for:

Hol di ng account abl e the secti on heads under their
supervision for adhering to all aspects of this

policy.

Assuring the participation of all enployees in al
training prograns offered in a fair and non-
di scrim natory manner.

Encouraging participation in the classes offered
t hrough the CPTP and other training sources to the
ext ent possible while assuring conpliance with
wor kl oad demands and recognizing the limted
financial resources available to CPTP.

Expediting the processing of class registration
forms.

Resol vi ng conpl ai nts concerni ng approval for
att endance.

Section Heads are responsible for:



Assuring that each enpl oyee under hi s/ her
supervi sion, including supervisory and managenent
personnel, current and new.

| s made aware of this policy and its contents as
wel | as any forthcom ng revisions, and

s informed that he/she nmust abide by the terns
of the policy, and

s informed of the consequences of any
violations of this policy.
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Assuring that all enpl oyees are inforned of
avai l abl e training, provided with the appropriate
forms and told of the appropriate procedures for
maki ng application for the training.

Assuring that enployees are also inforned of their
obligation to report to the Ofice of Personnel
Servi ces, CPTP Coordi nator when they are unable to
attend a schedul ed cl ass.

Provi di ng i nformal discussions of grievances and
conplaints related to training in an effort to
resolve problens prior to the filing of a fornal
conpl ai nt.

Mai nt ai ning records of any di spute between the
agency and an enpl oyee regarding training including
any witten statenment fromthe agency or enpl oyee of
the reasons for the disagreenent.

Assuring the participation of all enployees in al
training prograns offered in a fair and non-
di scrim natory manner.

Encouraging participation in the CPTP cl asses and
ot her pertinent training to the extent possible
whi | e:

Adequat el y addressi ng wor kl oad demands, and



Al ways ensuring enpl oyees only apply for courses
t hat address current job needs.

Expediting the disposition of class registration
forms.

Conducting regul ar reviews of each enpl oyee's
trai ni ng needs and whenever possi bl e addressing
t hose needs through avail abl e training.

Assuring that enployees attend schedul ed cl asses
whenever feasible.

Assuring that notification is made to the Ofice
of Personnel Services, CPTP Coordi nator, as soon as
it is known that an enployee wll not be able to
attend a schedul ed CPTP cl ass.

Supervi sors/ Managers are responsible for:
Complying with this policy in any fashion instructed

by the section head.
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CPTP Li ai sons are responsible for:

Complying with this policy in any fashion instructed
by the section head.

The Personnel Director is responsible for:

Coordinating all aspects of CPTP partici pant
scheduling and information distribution, to include
cl ass schedul es, application fornms, participant
records, and other correspondence.

Providing informati on and clarification on
procedures for CPTP cl ass participation.

Noti fying the staff of CPTP as soon as it is
di scovered that an enpl oyee cannot attend a
schedul ed cl ass.

Enpl oyees are responsible for:



VI .

VI,

Maki ng thensel ves aware of training offerings which
are posted for their review

Al erting the supervisor/ manager when it becones
evident that training is necessary to better perform
current job duties.

Cbt ai ni ng appropri ate approvals for class
participation.

Attendi ng schedul ed cl asses unl ess circunstances
absolutely prohibit attendance.

Notifying the CPTP Coordinator in the Ofice of
Personnel Services as soon as it is known that
attendance at a schedul ed CPTP class is not
possi bl e. Such notification nust be made no | ater
than 11:00 AAM the day prior to a schedul ed cl ass

VI OLATI ONS:

Enpl oyees, includi ng managers and supervisors, found to
have violated this policy may be subject to disciplinary
action or limtations on future class participation.

QUESTI ONS:

Questions regarding this policy should be directed to
staff of the Ofice of Personnel Services.

WK, JR: AG. cm



